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	POST:
Digital Activities Co-ordinator (CIS)
LOCATION:
Based in Aberdeen with some contact across North East 


Scotland
ACCOUNTABLE TO:
Senior Community Inclusion Co-ordinator
HOURS:  
10
SALARY GRADE: 
Scale points 23 – 26 
DATE:
April 2022 

	     

	


	JOB PURPOSE: To work as a member of the Connect, Inform, Support (CIS) team with specific responsibilities for providing its digital activities and events.



	KEY ACCOUNTABILITIES/TASKS:

1. To assist the Senior Community Inclusion Co-ordinator in the design, organisation and delivery of digital activities for service users.

2. To support people to use digital equipment, enabling them to use the equipment to enhance their daily lives, including maintaining relationships and interests, accessing services and purchasing items.
3. To support digital champion volunteers to fulfill their roles within the digital provision for service users, providing training and guidance where necessary.
4. To contribute to the delivery of training for CIS digital champion volunteers and identify other appropriate training and development opportunities for them to access.
5. To assist in the recruitment of new CIS digital champion volunteers, including PVG checks.
6. To provide advice and guidance to assist development and service provision in Moray.
7. To enable staff to develop their digital skills when providing support to service users.
General

· You are expected to adhere to NESS’ policies and procedures.

· Training needs will be identified in discussion with your line manager on an ongoing basis. Employees are encouraged to attend training courses to meet the needs of the organisation as well as personal and job development needs.

· Support will be given to you by your line manager during regular supervision sessions and an annual appraisal.

· On occasions you will be asked to assist other members of staff in their daily work. This applies for extraordinary situations in times of absences through sickness or unforeseen volume of work and will not be a regular occurrence.

· To undertake other such duties as may be reasonably required by the organisation.



	I accept the particulars of this job description 

SIGNED.............................................................................

Date.........................
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